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A  NEWSLETTER  DEDICATED  TO  INFORMATION  TECHNOLOGY  IN  THE  STATE  OF  MONTANA 

Montana  IT  Day 

Montana  Information  Technology  Day  was  held  on  January 
24 "^  in  the  Capitol  Rotunda  from  8:00  am  to  5:00  pm.  This 
event  showcased  thirteen  information  technology  projects  that 
provide  services  to  the  citizens  of  Montana.  State  agencies 
and  14  of  the  State's  information  technology  private  partners 
were  presenters  at  this  event  for  the  benefit  of  the  legislature. 

Projects  demonstrated  technologies  and  solutions  that  are 
changing  the  face  of  government,  including  apphcations  on 
the  Internet,  intranet,  e-commerce  and  the  state's  telecom- 
munications infrastructure. 

The  intent  was  to  demonstrate  how  government  services  have 
been  enhanced  through  the  use  of  information  technology  and 
how  through  these  new  initiatives,  Montana  is  bringing  many 
government  services  directly  into  homes  and  businesses. 

Governor  Judy  Martz  shared  examples  of  ways  state  gov- 
ernment is  addressing  technology  issues  in  her  keynote  ad- 
dress to  a  large  crowd  gathered  in  the  Capitol  Rotunda. 

Projects  demonstrated  at  IT  Day  were: 

Deptartment  of  Justice  -  CJIN  &  SVOR  -  The  Department  of  Justice  operates  a  number  of  criminal  justice 

information  systems  vital  to  law  enforcement,  the  courts  and  public  safety.  These  include  the  new  Sexual 

and  Violent  Offender  Registry  web  site  and  the  Criminal  Justice  Information  Network,  which  gives  officers 

instant  access  to  criminal  records. 

DPHHS  &  DOLI  -Virtual  Pavilion  &  MT  Job  Source  -  The  Virtual  Human  Services  Pavillion  (VHSP) 

integrates  services  from  multiple  agencies  and  provides  a  public  gateway  into  those  services  through  the 

Internet.  One  of  the  many  services  provided  through  the  VHSP  is  the  Montana  Job  Source  System,  which 

provides  24x7  access  for  posting  jobs,  accepting  resumes  and  conducting  online  searches  for  potential  job 

candidates. 

Department  of  Administration  -  CIS  -  The  Montana  Cadastral  Database  Project  is  a  public/private  effort 

to  convert  landownership  information  to  a  digital  format. 

Final  products  include  hard-copy  maps,  digital  data  for 

Geographic  Information  System  (GIS)  apphcations,  and  a 

website  enabling  Internet  access  to  data  previously  only 

available  through  local  courthouse  research. 

Legislative  Services  -  Internet  Bill  Status  System  -  LAWS 

is  a  comprehensive  legislative  bill  development  and 

tracking  system  created  by  the  Montana  Legislative 

Services  Division  and  TRW.  LAWS  integrates  all  phases 

of  the  legislative  process  and  provides  citizens  with 

complete,  timely,  and  user-friendly  Internet  access  to  the 

legislative  process  and  related  documents. 
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Department  of  Transportation  -  Internet  Issuance 
of  Motor  C;uTier  Pemiits  &  RMIS  -  In 
cooperation  w  itli  MDT's  Motor  Carrier  Services 
Di\ision,  Lockheed  Martin  has  developed  a 
commercial  vehicle  pennitting  system  tliat  allows 
motor  carriers  to  self-issue  permits  over  the 
Internet.  MDT  has  two  applications  available  on 
tlie  Internet,  pro\  iding  travelers  with  w  inter  and 
summer  driving  conditions  and  video  images  of 
roadwavs. 


Department  of  Commerce  -  Lottery  System  - 
Montana  Lottery  and  Scientific  Games 
International  have  developed  a  multi-million- 
dollar  telecommunications  network.  This  public/ 
private  relationship's  purpose  is  to  make  selling 
Lottery  products  easier  for  Montana  Lottery 
retailers.  This  telecommunications  network 
features  radio  communications,  dial-up 
technology,  leased  telephone  lines  and  PC -based 
lotto  terminids. 

Department  of  Revenue  -  Warp  on  the  Web  & 
Electronic  Filing  -  WARP  on  the  Web  (WOW) 
allows  employers  to  electronically  submit 
quarterly  tax  reports  and  payment  information 
through  the  Internet.  ElecU-onic  filing  allows 
individuals  to  file  both  federal  and  state  income 
tax  through  an  e-file  provider  or  on-line  with  tax 
preparation  software. 
Department  of  Administration  -  State 
Telecommunications  Infrastructure  &  Discovering 
Montana  Website  -  Discovering  Montana.com  - 
Montana's  redesigned  web  portal  -  serves  as  the 
gateway  to  e-govemment  serv  ices  developed  for 
Montana  citizens  and  businesses.  SummitNet  II 


is  the  product  of  a  partnership  between  the  State 
of  Montana  and  the  telecommuniations  indusu^'  to 
consolidate  voice,  video  and  data  services  into  a 
single  statewide  network  delivering  governmental 
services  to  all  Montanans. 
For  more  infonnation  on  the  state's  technology 
services,  contact  Dawn  Pizzini  of  the  Information 
Services  Division  at  444-2974. 
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List  Server  now  Available! 

Have  you  ever  wanted  to  send  a  message  to  a  large 
group  of  people  both  inside  and  outside  of  State 
government?  Do  you  have  a  large  personal  distribu- 
tion list  you  wish  to  share  with  other  people?  Would 
you  like  an  e-mail  list  of  personnel  that  can  join  or 
remove  themselves?  How  about  the  group  of  people 
that  want  to  have  an  online  dialogue  with  all  the 
members? 
It's  here! 

ISD  is  now  offering  a  List  Server  to  manage  your  e- 
mail  lists.  The  e-mail  group  will  set  up  the  list  and 
assign  an  administrator.  People  can  then  "subscribe" 
to  the  list  or  remove  themselves  from  membership  at 
will.  Lists  can  be  password  protected,  allowing  only 
authorized  personnel  to  send  or  view  postings  to  the 
list 

There  are  three  types  of  mailing  Usts:  Announcement 
Lists,  Open  Discussion  Lists,  and  Moderated  forums/ 
discussions. 

•  Announcement  lists  are  used  to  distribute 
information  without  expecting  feedback  from  the 
list  membership. 

•  Open  Discussion  Lists  are  groups  of  people  that 
can  submit  messages  to  the  entire  Ust  and  each 
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member  receives  a  copy  of  each  communication. 
Members  can  choose  when  they  want  to  receive 
the  messages. 
•     Moderated  forums/discussions  give  the 
administrator  permission  to  approve  each 
message  before  it  is  posted  to  the  list.  We  suggest 
that  this  option  be  used  for  external  list 
membership  since  pubUc  folders  can  be  used 
internally  for  the  same  function. 

An  "auto-responder"  option  is  also  offered.  When 
someone  sends  a  message  to  a  particular  Ust,  you  can 
have  an  automatic  response  sent  back.  For  instance, 
if  you  have  a  particular  form  that  needs  to  be  distrib- 
uted, you  would  advertise  the  Ust  address,  people 
could  contact  the  Ust  and  receive  the  form  and  return 
mail  automatically. 

If  you  are  interested  in  using  the  List  Server,  please 
contact  your  agency  LAN  administrator  for  additional 
information. 

If  you  have  any  questions  on  this  article,  please  contact 
Candy  Kirby  of  Computing  Technology  Services  Bu- 
reau at  444-1542,  Outlook  or  email  at 
ckirby@state.mt.us.  If  you  have  a  problem  with  this 
appUcation,  please  use  the  software's  Help  features, 
contact  your  agency  support  staff  or  call  the  ISD  Cus- 
tomer Support  Center  at  444-2000. 

Using  MS  Access  to  access  an 
Oracle  Database 

Maybe  you  have  users  who  are  familiar  with  MS  Ac- 
cess but  not  with  Oracle.  Maybe  you  want  smoother 
integration  between  your  database  and  other  Microsoft 
Office  software.  Maybe  you  just  like  the  report  build- 
ing capabilities  within  MS  Access.  Whatever  your  rea- 
son, it  is  a  very  simple  and  straightforward  process  to 
work  with  an  Oracle  Database  with  MS  Access.  The 
steps  outlined  below  identify  how  you  can  access  Oracle 
tables  in  your  MS  Access  database.  Once  you  have 
them  in  the  MS  Access  database  you  can  run  queries, 
reports,  and  forms  for  working  with  the  data.  In  fact, 
you  can  even  produce  an  appUcation  within  MS  Access 
that  uses  or  manipulates  the  Oracle  Data.  The  steps  to 
do  this  are: 
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1 )  Open  the  desired  MS  Access  database  that  you 
want  to  contain  the  link. 

2 )  From  the  File  Menu  select '  'Get  External  Data' " . 

3)  Select  "Link  Tables"  (this  allows  your  data  to  al- 
ways be  what  the  source  database  has.  If 

you  choose  to '  'hiiport"  it  will  only  make  a  snapshot 
copy). 

4)  Specify  that  you  want  to  look  for  files  of  type 
"ODBC". 

5)  The  "Select  Data  Source"  window  will  come  up.  If 
you  have  previously  saved  a  data  source  for  this 
purpose,  select  it,  press  "OK"  and  go  to  Step  6, 
otherwise,  to  create  a  new  data  source: 

a.  Click  the  "New"  Button  on  the  hne  labeled  DSN 
Name.  This  will  open  a  wizard  that  will  allow 
you  to  create  a  "New  Data  Source". 

b.  Select  the  Driver  "Microsoft  ODBC  for  Oracle" 
and  cUck  the  "Next"  Button. 

c .  Provide  a  descriptive  name  that  you  can  refer 
to  in  the  future  and  chck  the  "Next"  Button. 

d.  Then  click  the  "Finish"  Button. 

e.  The  "Microsoft  ODBC  for  Oracle  Connect" 
window  will  come  up  (assuming  it  is  a  secure 
database).  You  must  then  provide  your 
Usemame,  Password,  and  the  Server  the 
database  is  on.  The  server  name  is  the  Oracle 
database  connection  string  such  as 
"doaprd.isd.doa.state.mt.us". 

f     The  new  data  source  should  now  be  added  to 
the  hst.  You  can  select  it  and  press  "OK". 

6)  If  you  are  accessing  a  secured  database  you  must 
now  provide  your  Usemame  and  Password. 

7 )  You  can  no  w  see  a  hst  of  all  the  Tables  in  the  Oracle 
Database  and  select  which  ones  you  want  to  link 
to.  When  you're  done,  select  "OK". 

The  tables  should  now  appear  as  hnked  tables  under 
the  Tables  Tab  within  your  MS  Access  Database. 

For  more  infonnation  on  this  article,  contact  Barry  Fox 
of  the  Computing  Technology  Services  Bureau  at  444- 
5895,  Outlook  or  e-mail  at  bfox@state.mt.us. 


Email  Safety  Tips 

The  following  are  some  do's  and  mostly  don'ts  in  rela- 
tion to  using  electronic  mail.  These  tips  may  help  in 
alleviating  unwanted  email  and  computer  viruses. 

Do  not  open  email  messages  or  attachments  from 

unknown  sources. 

Do  not  open  email  with  a  subject  that  looks 

suspicious  such  as  "Joke"  or  "ILOVEYOU". 

Turn  the  preview  pane  off  in  the  inbox  for 

Outlook.  This  can  alleviate  some  viruses  from 

spreading  via  Outlook. 

Do  not  pass  along  chain  letters,  virus  hoax 

messages,  or  other  virus  reports.  Messages  such 

as  this  should  be  forwarded  to  the  "Virus 

Rep)orts"  recipient  in  the  Outlook  address  book. 

It  will  then  be  determined  whether  they  are 

legitimate  and  whether  a  fijll  scale  warning  should 

be  distributed. 

Do  not  send  a  message  to  everyone  in  the  address 

hst.  This  can  create  too  much  data  network  traffic 

on  the  computer  system  and  cause  it  to  slow 

down,  or  fail. 

Do  not  respond  or  reply  to  any  spam  (unsolicited 

commercial  email).  Please  forward  any  messages 

such  as  this  to  the  "Virus  Reports"  recipient  and 

an  attempt  will  be  made  to  remove  you  from  any 

mailing  hsts.  You  can  also  filter  out  messages  such 

as  this  using  Outlook's  junk  mail  feature. 

Do  not  access  personal  email  accounts  from  the 

state's  computer  network.  The  messages 

contained  in  these  accounts  are  generally  not 

scanned  for  viruses  and  could  cause  a  virus  to 

come  into  the  state's  computer  system. 

Do  report  any  suspicious  email  to  your  agency 

network  security  officer  or  the  State  Information 

Security  Manager  immediately. 

For  more  information  regarding  email  safety  tips, 
contact  Lynne  Pizzini,  Infonnation  Security  Manager 
at  444-45 1 0,  Outlook  or  email  at 
Ipi/zini  @state.mLus. 
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OUTLOOK 

PUBLIC  FOLDERS 

Public  folders  arc  aii  easy  and  effective  way  to  collect, 
organize,  and  share  information  with  others  across  your 
agency.  You  can  use  public  folders  to  store  any  type  of 
file  or  Outlook  item. 
Some  uses  of  public  folders  are: 

Posting  information  on  an  electronic  bulletin 
board.  People  who  use  the  bulletin  board  can 
participate  in  ordine  discussions.  The  State's  OS 
group  uses  their  public  folder  in  this  manner  for 
threaded  discussions. 
Screening  the  contents  of  messages  before 
publishing,  with  moderated  public  folders.  This  is 
useful  when  you  want  to  enforce  certain  guidelines 
or  policies. 

Sharing  Outlook  items  in  a  schedule,  contact  list, 
or  task  list.  People  can  review  information  that  is 
constantly  updated.  For  example,  you  might  use 
an  agency  calendar  folder  to  publicize  division 
meetings,  a  groups  contact  folder  used  to  make 
information  about  the  people  who  work  on  a 
project  available  to  everyone,  and  a  team  tasks 
folder  to  help  everyone  keep  track  of  work  on  a 
project. 
•      Sharing  files.  DPHHS,  for  example,  uses  pubic 
folders  to  post  Internal  Job  Vacancies  and  their 
Department's  monthly  newsletter.  NOTE: 
Permission  can  be  set  on  the  folders  so  that  only 
certain  groups  of  people  can  access  them. 

Agency  LAN  Administrators  can  request  to  have  a  Pub- 
lic Folder  set  up  (by  opening  a  Service  Center  ticket 
through  the  ISD  Customer  Support  Center  444-2000). 
The  email  team  will  review  the  request  and  determine  if 
Public  Folders  will  accommodate  the  agencies  need  or 
if  another  avenue  would  best  fit  their  request  (ie.  Listserv, 
Outlook  Resource  Calendar,  etc.) 

Auto-RetenUon  of  Public  Folder  items  will  be  deter- 
mined at  the  time  the  Folder  is  created.  The  Exchange 
Administrators  will  work  with  the  agencies  to  determine 
the  time  of  retention  depending  on  the  contents  of  the 
Folder. 

If  you  have  any  questions  on  this  article  please  contact 
Sue  Parrett  of  End  User  Systems  Support  at  444-1392, 
Outlook  or  email  at  sparrett@state.mt.us. 


Word  2000 -Locking 
Subdocuments 

The  last  button  on  the  Master  Document  toolbar  is  called 
Lock  Document.  Select  a  subdocument  by  clicking 
anywhere  within  it.  Then  click  the  Lock  Document  but- 
ton. Now  that  subdocument  can  only  be  read.  It  can't 
be  altered.  To  unlock  it,  you  follow  the  same  proce- 
dure. You  know  you've  been  successful  when  the 
padlock  icon  beside  the  subdocument  name  disappears. 
This  tip  was  adapted  from  www.tipworld.com. 

For  more  information  about  this  article,  contact  Irvin 
Vavruska  of  End  User  System  Support  at  444-6870, 
Outlook,  or  email  at  ivavruska@state.mt.us.  For  other 
help  contact  your  Agency  support  staff  or  call  the  ISD 
Customer  Support  Center  at  444-2000. 

Word  2000  -  More  on  Master 
and  Subdocuments 

The  Outlining  toolbar  is  your  key  to  reorganizing  a 
master  document.  It  lets  you  move  headings  and  sub- 
headings up  and  down  in  the  hierarchy  of  a  master  docu- 
ment. Headings  can  be  put  earher  or  later  in  the 
master  document.  Subheadings  can  be  swapped  from 
beneath  one  heading  to  another.  You  click  the  heading 
or  subheading  you  want  to  move,  cUck  the  Collapse 
and  Expand  buttons  to  see  the  spot  for  moving  the  item, 
and  then  cUck  the  Move  Up  or  Move  Down  button. 

You  may  split  any  of  the  subdocuments  in  your  mas- 
ter document.  You  may  need  to  do  this  as  you  arrange 
and  rearrange  your  text  and  graphics. 

1 .  Click  the  first  heading  in  the  subdocument. 

2.  Click  the  Expand  button. 

3.  CUck  the  heading  that  you  want  to  start  the  new 
subdocument  —  everything  before  this  heading 
remains  in  the  original  subdocument. 

4.  Click  the  Spht  Subdocument  button. 

Now  you  can  rearrange  the  two  subdocuments  into  a 
new  order. 
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To  merge  subdocunients  move  the  two  documents 
into  successive  order  in  the  master  document.  Then  click 
the  icon  for  the  first,  hold  the  Shift  key,  and  click  the 
icon  for  the  second  subdocument.  All  you  need  then  is 
to  cUck  the  Merge  Subdocument  button. 
You  can  remove  any  subdocument  from  a  master 
document.  Click  that  subdocumenfs  icon  and  then  click 
the  Remove  Subdocument  button.  This  action  doesn't 
eliminate  the  file,  it  is  still  on  the  hard  drive.  The  file  just 
doesn't  appear  as  part  of  the  collected  document  any- 
more. 
These  tips  are  adapted  from  www.tipworld.com. 

For  more  information  about  this  article,  contact  Irvin 
Vavruska  of  End  User  System  Support  at  444-6870, 
Outlook,  or  email  at  ivavruska@  state.mt.us.  For  other 
help  contact  your  Agency  support  staff  or  call  the  ISD 
Customer  Support  Center  at  444-2000. 

Word  2000  -  Shadows  and 
Grayscales 

Adding  a  shadow  to  a  graphic,  shape,  or  text  box 
gives  the  illusion  of  depth,  which  can  make  your 
document  look  more  dynamic.  Word  2000  offers  a 
rather  incredible  array  of  options  for  shadowing 
objects. 

If  you  don't  see  your  Drawing  toolbar,  select  View, 
Toolbars,  Drawing.  When  you  select  your  object  and 
click  the  Shadow  button  on  the  Drawing  toolbar,  you 
are  given  20  shadow  effects  from  which  to  choose. 
But  you're  not  limited  to  these  settings.  Click  the 
Shadow  Settings  button  in  the  Shadow  tool,  and  you 
can  nudge  the  location  of  the  shadow.  In  addition,  you 
can  change  the  color  of  the  shadow  in  the  Shadow 
Settings  box  by  clicking  on  the  small  arrow  on  the 
right 

For  an  even  greater  iUusion  of  depth,  you  can  make 
your  drawing  objects  three-dimensional.  Just  select 
the  object  and  click  the  3-D  button  on  the  Drawing 
toolbar — all  the  way  on  the  right.  With  this  tool,  you 
can  add  sides  to  your  drawing,  there  are  20  different 
perspectives  to  choose  from.  But  you're  not  limited  to 
these  20.  Choose  3-D  Settings  and  you  get  another 
toolbar  that  allows  you  to  control  the  lighting  on  the 
object,  in  addition  to  fine-tuning  its  depth,  direction, 
surface,  and  color.  Try  moving  the  light  source  directly 
above  your  object  to  see  how  it  changes  your  object. 


If  you  have  a  color  clip-art  unage  and  you  want  to 
print  it  as  a  grayscale  image,  you're  much  better  off 
changing  the  image  itself  instead  of  printing  the  color 
image  as  black  in  the  Print  dialog  box.  By  changing 
the  image  to  grayscale.  Word  renders  the  proper 
gradients  of  gray,  and  the  image  will  print  better.  To 
change  an  image  from  color  to  grayscale,  right-click  it 
and  choose  Format  Picture.  Click  the  Picture  tab,  and 
under  Image  Control,  select  Grayscale  from  the  drop- 
down box.  CUck  OK,  and  Word  renders  your  picture 
in  shades  of  gray. 

These  tips  were  adapted  from  www.fipworld.com. 

For  more  informafion  about  this  article,  contact  Irvin 
Vavruska  of  End  User  System  Support  at  444-6870, 
Outlook,  or  email  at  ivavruska@  state.mt.us.  For  other 
help  contact  your  Agency  support  staff  or  call  the  ISD 
Customer  Support  Center  at  444-2000. 

Windows  Keystrokes 

There  are  times  that  you  may  not  want  to  use  your  mouse 
or  perhaps  your  mouse  stops  working  properly  while 
you  have  Windows  open.  What  do  you  do?  Here  are 
some  keyboard  shortcuts  you  can  use  in  place  of  the 
mouse  clicks. 

[ALT]  plus  an  underlined  letter  While  in  a  program, 
an  underlined  letter  means  you  can  activate  the  feature 
by  holding  down  [AUT]  and  pressing  die  letter.  For 
example,  in  Word,  [ALT]  F  opens  the  File  menu.  Then 
you  can  press  [ALT]  S  to  Save  or  use  your  arrow  keys 
to  Save  your  document. 

[ALT][F4]:  This  is  used  to  close  or  exit  the  program. 
If  the  document  had  been  changed,  the  program,  will 
prompt  you  to  save  your  document  before  exiting. 
[ALT]  Spacebar:  This  combination  opens  the  active 
window's  system  menu.  At  the  top  of  every  window's 
tide  bar  is  a  small  program  icon.  Usually,  you  can  open 
the  system  menu  by  clicking  the  icon.  The  resulting  short 
menu  lets  you  minimize,  maximize,  move  and  resize  the 
windows,  close  die  program,  and  perform  several  other 
program  functioas. 

[ALT][TAB]:  This  allows  you  to  move  between  open 
programs.  After  pressing  [ALT]  [TAB],  a  box  wiU  come 
up  showing  all  of  the  programs/files  you  have  open  and 
you  can  scroll  between  them  using  the  [TAB]  key. 
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[CTRL1[ESC]:  This  commands  opens  the  Start  menu. 
From  tlicre,  use  the  Up  and  Down  Arrow  keys  to  navi- 
gate the  Start  list  and  the  Right  and  Left  Arrow  keys  to 
move  between  columns.  For  instance,  to  shut  down, 
use  [CTRL]  [Esc],  use  the  Down  Arrow  keys  to  high- 
light Shut  Down,  tlien  press  [Enter]. 

[ESC] :  This  key  quickly  dismisses  an  open  dialog  box. 

[CTRL][F4]:  This  closes  the  active  open  document 
within  a  program  or  the  current  window  open.  In  a 
browser,  it  closes  the  active  window  if  more  than  one 
browser  window  is  open. 

[Windows]  D:  If  you  have  a  keyboard  with  a  Win- 
dows key  (looks  like  the  MS  Windows  logo),  this  key 
combination  will  minimize  all  open  windows  and  show 
you  the  desktop. 

These  Windows  keyboard  shortcuts  just  scratch  the 
surf^ace  of  all  the  possible  shortcuts  available.  For  more 
information,  check  the  Windows  Help  files  or  check 
online. 

For  more  information  concerning  this  article,  contact 
Heidi  Mann  of  End  User  Systems  Support  at  444-279 1 
Outlook  or  e-mail  at  hmann@state.mt.us.  If  you  have  a 
problem  with  this  application,  please  use  the  software's 
Help  features,  contact  your  Agency  support  staff  or  call 
the  ISD  Customer  Support  Center  at  444-2000.  Por- 
tions of  this  article  were  made  possible  by  TechProGuiJd, 
PC  Troubleshooter  Report,  Volume  2,  Number  9,  Janu- 
ary 2001. 

Windows  Freebie  -  CrowBar 

This  programs  sole  purpose  is  cleaning  up  the  Add/Re- 
move list  in  the  Control  Panel.  Should  a  program  title 
fail  to  disappear  from  the  Add/Remove  Ust  during  an 
uninstall,  use  this  utility  to  tidy  up  the  list. 

CrowBar  (v082b)  was  written  by  Helixware,  Decem- 
ber 2000. 

If  you  would  like  a  copy  of  the  CrowBar  files  they  are 
available  on  the  Value  Added  Server  at 
\guest\windows\win95\addons\CrowBar.  If  you  do 
not  have  access  to  the  Value  Added  Server  or  for 
more  information  about  this  article,  contact  Irvin 
Vavruska  of  End  User  System  Support  at  444-6870. 
Outlook,  or  email  at  ivavruska@state.mt.us. 


DASDNewsaTips 

SHARE  Data  Sets  -  As  stated  in  the  January  ISD 
News  and  Views,  effective  February  1 ,  2001 ,  all  new 
SHARE  data  sets  are  being  allocated  in  the 
TEMPSTOR  pool.  Data  sets  in  TEMPSTOR  auto- 
matically expire  after  8  days.  On  March  4*,  all 
remaining  SHARE,  data  sets  that  are  not  on 
TEMPSTOR  will  be  moved  into  the  TEMPSTOR 
pool.  If  you  have  any  questions  or  need  assistance  to 
convert  your  data  sets,  call  or  e-mail  and  we  will  be 
glad  to  assist. 

DMS  is  going  away  -  DMS  was  removed  from  the 
system  February  1 ,  2001 .  If  you  have  not  contacted 
Diane  Haun  (444-3336  or  Outlook  at 
dhaun@state.mt.us)  regarding  data  sets  that  are 
currently  archived,  please  do  so  ASAP. 

Default  SMS  storage  class  -  Effective  March  1 8,  all 
data  set  allocations  not  directed  to  specific  pools,  will 
default  to  the  production  resident  pool.  Currendy  data 
sets  in  the  production  resident  pool  will  remain  on  the 
primary  volume  for  35  days  of  non-use,  then  migrate 
to  Level  1 .  They  will  remain  on  Level  1  for  an  addi- 
tional 70  days,  before  migrating  to  tape.  Users  are 
being  asked  to  remove  specific  VOL=SER  references 
from  existing  and  new  JCL  beginning  February  1 , 
2001.  As  of  that  date,  removing  VOL=SER  JCL 
parameter  will  direct  the  allocation  to  the  production 
resident  pool.  This  will  allow  a  smooth  transition  of  the 
fmal  group  of  data  sets  not  currently  under  SMS. 

SMS  Tips  and  Hints  - 

Migration  and  Recall  -  Under  SMS  migration  and 
recall  of  data  sets  occurs  automatically.  Each  SMS 
Pool  has  a  set  criterion  for  migration.  When  a  volume 
exceeds  the  threshold,  data  sets  eligible  for  migration 
may  be  migrated.  To  recall  the  data  set  one  need  only 
to  open  the  data  set,  and  SMS  will  automatically 
recall  die  data  set.  Recall  time  may  be  slighUy  longer 
for  data  sets  that  have  been  migrated  to  a  tape  outside 
oftheATL. 

Storage  and  Management  Class  can  only  be  assigned 
to  data  sets  at  allocation  time  via  the  automatic  class 
selection  (ACS)  routines.  The  ACS  routines  look  at 
the  data  set  name  and  assign  Storage  Class,  Storage 
Group  and  Management  Class  based  on  predefined 
rules.  Should  you  wish  to  change  the  management 
attributes  (migration,  deletion)  you  must  re-allocate 
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the  data  set,  changing  the  name  or  the  allocation  unit, 
to  place  the  data  set  in  a  different  pool.  The  manage- 
ment of  data  sets  is  governed  by  the  data  set  itself 
rather  than  the  pool  it  resides  in.  Please  contact  Diane 
Haun  dhaun@state.mt.us  or  Tom  Clement 
tclement@state.mt.us  for  assistance  with  changing 
class  or  storage  pool. 

One  of  the  primary  purposes  of  SMS  is  to  reUeve  the 
user  from  having  to  determine  the  appropriate  volume 
to  place  a  data  set  on.  SMS  Pools  have  been  estab- 
lished along  the  same  general  guidelines  as  existing 
dasd  pools.  Because  data  sets  may  be  allocated  or 
recalled  to  any  volume  in  the  pool,  user  should  no 
longer  be  coding  VOLSER  in  JCL.  Coding  VOLSER 
can  cause  problems  by  forcing  allocation  to  an  inap- 
propriate volume,  or  failing  to  locate  a  data  set  that 
has  been  moved. 

Any  Question  on  SMS  or  DASD  issues,  contact  Tom 
Clement  of  the  Computing  Technolgy  Services  Bureau 
at  tclement@state.mLus 

Dial-up/Internet  Data  Network 
Access  Training  for  End  Users 

While  out  of  the  office  on  State  business  or  working 
from  home  do  you  need  access  to  the  Mainframe,  E- 
mail,  or  files  stored  on  your  network  server?  If  you 
answered  yes  to  this  question  and  would  like  to  leam 
more,  then  sign  up  for  this  training  session.  Leam  what 
you  can  do  while  accessing  the  state  network  with  a 
modem  or  from  the  Internet. 

This  is  a  one  and  a  half  hour  seminar  that  covers  the 
following: 

Dial-up  Configuration 

Services  Available 

Dial  up  Networking  Terminology 

Virtual  Private  Networking  (VPN) 

Future  of  Remote  Network  Access 

Date:  Thursday,  February  22, 2000 

Time:  10:00-ll:30am 

Location:         Rm.  160,  Mitchell  Bldg. 

For  registration  or  more  information,  please  contact  Lois 
Lebahn  (llebahn@state.mt.us)  or  Shawndelle  Semans 
(ssemans@state.mt.us)  of  ISD  at  444-2700. 


Computer  Security  Training  for 
State  Employees 

This  is  a  two-hour  seminar  that  covers  the  following: 

network  security 

laws,  rules,  and  policies 

login  IDs  and  passwords 

viruses,  hoaxes,  and  chain  letters 

proper  use  of  e-mail  and  the  Internet 

user  responsibilities 
This  training  is  held  the  tiiird  Thursday  of  each  month 
from  8:30- 10:30am  in  room  13  of  the  MitcheU  Build- 
ing. 

Date:  Thursday,  February  15, 2000 

Time:  8:30-10:30  am 

Location:         Rm.  218,  MitcheU  Bldg. 

For  registration  or  more  information,  please  contact  Lois 
Lebahn  fUebahn@state.mt.us)  of  ISD  at  444-2700. 

Training  Caiendar 

Non  Credit  Workshops 

Schedule  assembled  by  the  Helena  College  of 
Technology  of  the  University  of  Montana.  If  you 
have  any  questions  about  enrollment,  please  call 
406-444-6821.  All  classes  are  held  at  the  Ray  Bjork 
Campus,  1600  8*  Avenue,  Helena. 

The  Helena  College  of  Technology  will  make 
reasonable  accommodations  for  any  disability  that 
may  interfere  with  a  person's  ability  to  participate 
in  training.    Persons  needing  an  accommodation 
must  notify  the  college  no  later  than  two  weeks 
before  the  date  of  training  to  allow  adequate  rime 
to  make  needed  arrangements.  To  make  your 
request  known,  call  444-6821. 

To  enroll  in  a  class,  you  must  send  or  deadhead 
a  State  Training  Enrollment  Application  to 

State  Training  Center,  HCT 

Helena,  MT  59601 
If  you  have  questions  about  the  course  descriptions 
or  enrollment,  please  visit  our  web  site  at 
www.hct.umontana.edu,  call  444-6821  or  email 
to  'Helena  College  of  UM'  or 
blunceford@state.mt.us 
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State  Training  Calendar 


Prerequisites 


Date 


Cost 


Hours 


Data  Base  Classes 

Crystal  Reports  Introduction  NEW 
Crystal  Reports  Intro/Adv  Combination 
Intro  to  Oracle 
Discoverer  3.0 
SQL/PL-SQL 

Oracle  Developer 

Oracle  Designer 

Access 

Visual  Basic  for  Access 


TBA 

*300.00 

15 

TBA 

*450.00 

22.5 

Windows  95/98 

Mar  6-7 

200.00 

14 

Windows  95/98 

TBA 

100.00 

7 

Intro  to  Oracle 

Feb  13-15 
Mar  20-22 

300.00 

21 

Intro  to  Oracle 

TBA 

**400.00 

28 

&SQLyPL-SQL 

Oracle  Dev; 

TBA 

**500.00 

75 

SQiyPL-SQL  recom 

Feb  6-7 

+  book 

Windows  95/98 

200.00 

14 

Feb  27-28 

Mar  13-14 

Access  97/2000 

Feb  1-2 

200.00 

14 

Data  Network/Mainframe  Classes 

ZENworks  3.0 
NetWare  5.1 


ZENworks  2.0 


TBA 
TBA 


*  1300.00 

544.95 

inc.  book 


21 
35 


Microcomputer  Classes 


Visual  Basic  6.0    NEW 

Windows  95/98 

TBA 

554.40 

nc.  book 

50.00 

35 

Managing  Files  in  Windows  NEW 

Windows  95/98 
Windows  95/98 

Outlook  98/2000 
Windows  95/98 

Feb  22  am 
Mar  8  am 
Feb  9  am 
Mar  5  pm 
Mar  26  am 
Feb  9  pm 
Feb  5 
Mar  19 

3.5 

Outlook 

FREE 

3 

Adv.  Outlook 
Introduction  to  Word 

43.00 
100.00 

3 

7 

Intermediate  Word 
Macros  for  Word(VBA) 
Creating  Forms  in  Word 
Introduction  to  Excel 

Intro  to  Word  97/2000 
Interm  Word  97/2000 
Interm  Word  97/2000 
Windows  95/98 

Marl 

Feb  28-Mar  1 
Feb  20  pm 
Feb  13 
Marie 

100.00 

200.00 

50.00 

100.00 

7 
14 
3.5 

7 

Intermediate  Excel 

Intro  to  Excel  97/2000 

Feb  27 
Mar  21 

100.00 

7 

Excel  Topics 

Excel  Macros 

Graphing  in  Excel 

Internet 

Building  Web  Pages  (FrontPage  2000) 

Interm.  Excel  97/2000 
Interm.  Excel  97/2000 
Interm.  Excel  97/2000 
Windows  95/98 
Internet 

TBA 
TBA 
TBA 
TBA 
Feb  6-7 
Mar  13-14 

50.00 

200.00 

50.00 

50.00 

200.00 

3.5 
14 
3.5 
3.5 
14 

PowerPoint 

Windows  95/98 

Feb  22-23 
Mar  6-7 

200.00 

14 

Microsoft  Project 

Windows  95/98 

Feb  14-15 

200.00 
+book 

14 
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SABHRS  Classes 


e 


PS  Query/Crystal  Reports 
DocumentDirect  2.2 

End-User  Tools  for  SABHRS  Reports 

(PS  Query,  Doc  Direct,  Doc  Analyzer,  pivot  tables  and  etc.) 

SABHRS  Overview  for  Managers  &  Fiscal  Officers 

SABHRS:  Accessing  Fiscal  Information 

Rnancial  Modules 

FS  CURIX  &  7.0  Tips    NEW 


GLl:  Basic  Journal  Entries 

GL3:  General  Ledger  Budget  Management 

Accounts  Payable 
Accounts  Receivable 
Asset  Management 

Purchasing 


Dates 

Cost 

Hours 

Feb  20-21 

200.00 

14 

Feb  7  pm 

Mar  8  am 

50.00 

3.5 

Feb  9  am 

50.00 

3.5 

Mar  5  pm 

Feb  14  am 

50.00 

3.5 

Mar  6  am 

Feb  16  am 

50.00 

3.5 

Mar  7  am 

Feb  9  pm 

50.00 

3.5 

Feb  21  am 

Mar  2  am 

Mar  23  am 

Mar  28  pm 

Marl 

100.00 

7 

Feb  6 

100.00 

7 

Mar  27 

Feb  8 

100.00 

7 

Feb  13 

100.00 

7 

Feb  15 

100.00 

7 

Mar  22 

Feb  20 

100.00 

7 

Mar  20 

Human  Resource  Modules 


Time  &  Labor 

Managing  Position  &  Employee  Data 

Training  Administration 

Human  Resource  Upgrade  7.5   NEW 


Feb  27 
Mar  29 

100.00 

7 

Feb  2 
Feb  22 

100.00 

7 

Feb  23 
Mar  21 

am 
pm 

50.00 

3.5 

Feb  28  am 
Mar  9  am 

50.00 

3.5 

Prerequisite  maybe  met  with  consent  of  Instructor. 

♦High  Estimate  -  Cost  may  vary  depending  on  travel  expenses  &  #  of  students 

**The  Outlook  98,  Oracle  Designer  and  Oracle  Developer  class  fees  are  recovered  through  the  monthly  data 

network  rate  and  paid  for  by  ISD. 
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State  Training  Enrollment  Application 

Course  Data 


Course  Requested: 
Date  Offered: 


Student  Data 


Name:       

Agency  &  Division:. 

Billing  Address:  

Phone:      


E-mail  Address: 


How  have  you  met  the  required  prerequisites  for  this  course?   Explain,  giving  the 
class(es)  taken,  tutorial(s)  completed,  and/or  experience.  X 


Billing  Information/Authorization  Mandatory 

Agency  #:     

Authorized  Signature: 


If  attending  Oracle  Developer  or  Designer  training,  your  application  must 
also  be  approved  by  the  agency  IT  Manager. 

IT  Manager: 

(signature) 

Training  is  needed  for: 

D  Agency  Oracle  Developer 

D  Continuing  education  opportunity.  (Agency  will  be  billed  for  training) 

n  Agency  contractor.  (Agency  will  be  billed  for  training) 

Full  Class  Fee  Will  Be  Billed  To  The  Registrant  Unless  Cancellation  Is  Made  Three 
Business  Days  Before  The  Start  Date  Of  The  Class. 

Deadhead  Completed  Form  To: 

Community  Ed 

Helena  College  of  Technology  of  The  University  Of  Montana 

Phone  444-6821    Fax  444-0585 


i^Uor'sAf^ 
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